OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhcatloﬁ No. 76—~RM~—1 for instructions on completing this form. Forward signéd originél to

Department of Archives and Hnstory, Records Management Division, 330 Capitol Avenpe Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address ' 1 ’ FOR RECORDS MANAGEMENT USE
Application Date ‘ Department of Education Application Number
Office of Vocational Education 6 ‘-' ‘ -
Application Number Division of Vocational Instruction Dete Received Date Completed

Atlanta, Georgia

NOV 191981 | DEC 161981

2. Person to Contact | " Working Title Telephone Number

Ed Word _ _ Division Director 656-2560

3. Action Requested z T
a. [ Establish Retention Schedulé; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No, 81-144 Check One: M Change; O Supercede; 0O Void
4. Dates of Series 5. Records Series Titl by title used in office; if different)
Earliest Latest %f ,g&%i KLHLEU OMMON .
7 | To Date Vocational Organizations Affiliation Files | _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change
7. Record Series Description This file contains the followmg documents {mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: _ :

. No Change
Included are: N

File is arranged:
8. Monthly Reference the _ How often are records referred to which are:

One to six months old ; Seven to twelve monthsold - __; Thirteen to twenty-four months old ;

‘twenty-five months and older _ 7 |

9 Annual Rate of Aecumulauon of Records o L

“ Letter-size drawers ___._ "~ _: Legals size drawers = __;Shelves — _____:Other (specify)

- " - ‘r
- U =
LW W b . _

AH 5071, Rev. 76 e R T T {Over}




B B Y .

i

YES

NO | 10. Questionnaire (Place an X' in the proper column)

a. Is this the official copy of the series? ,
if not, where is it? : : _ o
1

b. Does the series contain tgonfldentsal mformatlon requiring security handling? H yes, cite law or regulatlon

c. Is this a vital record? - !

a

. Does this series have historical or long term research value? '

e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
documents be scheduled sem rately? '

'f b for taine his series ever published? If ye

forflaflon?contained in thns series ever analyzed and/or recorded ina summanzed report?
lf yes, attach copy,

h. Is there a duplication of this series in your office, or in another offnce or agency?
If ves, where? . , -

i v jor ? it} reqular

11.

1L Does ];hg rgggrd_&ugs_te;uh_lmnmmgr printout?

Retentlon Requirements *r The following requires the series to be kept:

a. State Law
b. Statute of limitation
¢. Federal law

years.

‘years.

__years.

[ S

d. Audit period

years.

" e. Administrative need

3 __years.

- f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

years.

12. Approved Disposition Instructions

Bl Calenidar Year; [0 Fiscal Year; O Other

O Hold in the current filesarea _________month(s)
0 Transfer to local holding area; hold
O Transfer to State Records Center; hold

This agency recommends that the file series be cut off at the end of each:

year(s); then

year(s}); then

year(s): then

then,

O Destroy.
D Transfer to State Archives for permanent retention.
R Other (Specify)

1

Review Folder and destroy all material three (3) years or older.

Note: Earlier destruction authorized.

These instructions apply to all prior and future accumulations of the series.

 Agency Head/Designee __{S__'igna'ﬁ:re) ) Date Records Management Officer (Signature) Date

o ol /§///?/?r Waolbo, X QWM 1-18-8/

V State Records Committee {Slgnawre} : ~ Date

Recommendations in para- — ¢ , '_
graph 12 are approved. State Auditor/Designee ‘ ' H ’! /
(If disapproved, attach letter : o :

of explanation.) Secreta%atelbesignee B /L- 7~ S")
' Attomé__y General/Designee ‘éj—;/éﬁ,

AR-50-71; Hev.76 ] R




: OFFICEOF T RY OF STAT
APPLICATION FOR RECORDS RETENTION SCHEDULE |05t 2% 6% Jives anp atony

o -
7 ) RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—~RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue/Atlanta, Georgia, 30334,
Attention: Scheduling Section, ) \ : o .
FOR AGENCY USE 1 1. Agency Address ' . ' FOR RECORDS MANAGEMENT USE |
Application Date : Department of Education Application Number )
Office of Vocational Education 8 "_ “_‘ _R
— Division of Vocational Instruction . _
Application Number Date Received Date Completed
Atlanta, Georgia p
. o | MAY 181981 |MAY 281981 |
2. Person to Contact Working Title Telephone Number
Ed Word Division Director 656-2560
3. Action Requested ’ F — T C T T T
a, [ Establish Retention Schedule; r:oord will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.
c. Amend Application No. ... 81=14 Check One: & Change; [ Supercede; O Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest DIVISION WIDE COMMON_SCHEOULE o
lTo date Vocational Organizations Affiliation Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The function of the Vocational Youth Organizations is to provide the members opportunities
to supplement through contests and special projects the traditional classroom education.
The organizations are (1) the Distributive Education Clubs of America (DECA) for students
enrolled in marketing or distributive education programs; (2) Future Business Leaders

of America (FBLA) for students enrcslled in business and office education programs;

(3) Future Farmers of America (FFA) for students interested in all areas of agriculture;
(4) Future Homemakers of America (FHA); (5) Georgia Association of Industrial Arts
programs; (6) Vocational Industrial Clubs of America (VICA) for students enrolled in
trade, industrial, technical and health occupations programs; and (7) Vocational
Opportunities Clubs of America for students enrolled in the Coordinated Vocational

Academic Education programs,

-~ A -'7— - . - 7 i1 e I 3 v

7. ﬁeeord Series Descriptibn This file contains the following 'documents finclude form numbers and titles, if any):
Attach samples of the file. : :

Documents relating to: yecording local chapter affiliation at the state level.

Included are: No Change.

File is arranged: by vocational organization; t-hereunder‘ by school system. : -
- ' - L (2_; <. i _,.'s"' ‘_\
8. Monthly Reference Rate How often are records referred to which are:

One to six monthsold —____ ___ __: Seven to twelve months old ¢ Thirteen to twenty-four months old_______;

| twenty-five monthsandolder ________.?

9. Annual Rate of Accumulation of Records -v
i} Other (specify}

L 2 .
- Letter-size drawers

_;Legalsizedrawers . _; Shelves

AR-50—71; Rev.76 {Over)




| YES | goblo.iogestionnaire (Place an X" in the proper column)

. 1s this the official copy of the series?

_ MHnot, where isit? ri

b. Does the series contain oonfldential rpformatron requiring securltv handling? If yes, cite law or regulation,

Is thls a vital record? : - : ;

d Does this series have historical or Iong term research value? L

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these
documents be scheduled separately? :

| -f. Is the mformatron contained in this series ever pubhshed?_lf_v_es, ttach_gqp_y

. ls the mformatlon contained in this series ever analyzed and/or recorded ina summanzed report7
If ves, attach copy, _ I

. Is there a duplication of this series in your offlce orin another offrce or agency?
. if yes, where?

11. Retention Requirements

a, State Law

i. Is this series for a_ma;or QQH[QQLR)JZ@JBMQQ&IIDG&
Does the record series result in a computer printout?

. years,

r The following requires the series to be kept

d. Audit period

—_— e _____Years,

b. Statute of limitation ~ e. Administrative need S

_years.

¢. Federal law years.

§. Federal retention instructions '

Attach copy or excert of laws or regufations. Explain administrative need.

'
I I |

[

. L

‘ This agencv recommends that the file series be cut off at the end of each:
E Calendar Year D Frscal Year; E] Other '

12. Approved Dlsposmon Instructrons

O Hold in the current files area ____.
DO Transfer to local holding area; hold
0 Transfer to State Records Center: hold
{1 Destroy.

0 Transfer to State Archives for permanent retention.
B Other (Specify)

: —=m°”th(5) _. year(s); then
_year(s) then e o
year{s}; then o . o

(NO_CHANGE) S

These instructions apply to all prior and future accumulations of the series.

Review folder and destroy all material three (3) years or older.

years.
years,

Date Records Management Officer (Srgnamre}

Date

Agengbl-rleadlDesignee (Signature)

¥

‘.2 ~§'/ WQ,M_MJ% 6Mqo/to&~u,

;,;3 / »/ 5’ TN State Records C:ommrttee égnature)

5/“{/ g)

Date

V4 rd
State Auditor/Designee

5- %?/

{If disapproved, at ch Ietter
of explanation.)

Secreta%emesig@r

5-Z2z-

Att_t)_rney General/Designee ~!

72D ¢/

AR—50—71; Rev. 76 (Reverse Side) * =




APPLICATION Fo;z RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT :DIVISION

INSTRUCTIONS: See Publication" No. 76—8M—1 for instructions on completing this form. Forward signed oriéinal to
Department of Archives and History, Reoords Management Division, 330 Capitol Avenu/b Atlanta, Georgia, 30334,
Attention: Scheduling Section.

l

\

FOR AGENCY USE
Application Date

Application Number

1. Agency Address
Department of Education

Office of Vocational Education 6[- \\,\,

Division of Vocational Instruction
Industrial Arts Education

Atlanta, Geargia

FOR RECORDS MANAGEMENT USE

0
Application Number

Date Received Date Completed

I-e=-%! ||~15-8I

2. Per;on to Contact
Samuel Powell

Working Title Telephone Number
Assistant State Supervisor 656~2543

3. Action Reqixested

a. Establish Retention Schedule:frecord will continue to accumulate.
b. [l Dispose of present accumulation; no further accumulation anticipated.

| c.__[] Amend Application No.

Check One: [ Change; O Supercede; [0 Void

4. Dates of Series
Earliest Latest

1977 | to date

5. Records Series Title (followed by title used in office; if different)
Georgia Association of Industrial Arts Students in America (GAIASA)

Affiliation Files:

6. Division and Office Function

What is the function of the Division and the Office in which this record series is created?

The Division of Vocational Instruction is responsible for developing policy relating to
vocational instruction at the secondary and postsecondary level; participating in the
development of the State Plan for Vocational Education; developing vocational education
program standards relating to instructional areas; providing consultative services to
local school systems involving all phases of the instructional process; participating on
evaluation of local school systems' vocational
for local school systems' voactional facilities; reviewing request from local systems

for the purchase of equipment; reviewing vocational education instructional materials;
reviewing preservice and in-service training programs; and supervising vocational student
organizations at the state level.

programs; reviewing architectural plans

7. Record Series Description

Documents relating to:

Included are:

File is arranged:

This file contains the followmg documents (.lnclude form numbers and titles, if any):

Attach samples of the file.

recording local chapter affiliation with GATASA.

Affiliation Forms (Membership Application)
related correspondence

alphabetically by school system.

L

8. Monthly Reference Rate
One to six months old

twenty-five months and older

How often are records referred to which are:
; Seven to twelve months old ___

; Thirteen to twenty-four months old

9. Annual Rate of Accumulation of Records
Letter-size drawers _!éLw_ﬁ_; Legal-size drawers

: Shelves

———__; Other (specify)

AR-50-71; Rev.76

(Over)




AR—50—71; Rev. 76 {Reversa SiH&Y

YES | NO_| 10 Oﬁéstionnaire (Place an ’X"' in the proper column) o B Ty "
. Is this the official copy of the series? i ¢
_E If not, where is_it? . _ )
1\
X b. Does the series contain cgnfndentlai mformatlon requmng security handling? If yes, cite law or regulation.
g
| }{ ~c. Isthisa vital record? - - f _
X d. Does this series have historical or long term research value? "
e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
X documents be scheduled separately? '
£ f, izl for contglned in this series ever published? If ves, attach copy.
s mfor contamed in this series ever analyzed and/or recorded in a summarized report?
] E ...__If yes, attach conv , L _
19 - ﬁh' Ls.there a ngicatl Vof t !‘; series in your office, or in another office or agency?
1 If ves, where? LO¢al BSchool Systems - o i
| X | _i._1s.this series (or a major portion of it} reqularly mncrofnmed7 —
X i. Does the record series result in a computer printout? I
11. Retention Requirements f The following requires the series to be kept
a. State Law years. d. Audit period years.
b. Statute of limitation e _YEArS, ‘e. Administrative need x_g years.
c. Federal law years. f. Federal retention instructions . years.
Attach copy or excert of laws or regulations. Explain administrative need.
12. Approved Dlsposmon Instructions  This 2 a‘gent:y ;e—cc;r; mends that the fite series be cut off at the end of each:
@& Calendar Year; [J Fiscal Year; O Other . then,
O Hold in the current files area ——_—month{s) ___ . year(s}; then
O Transfer to local holding area; hold - ____year(s); then
O Transfer to State Records Center; hold year(s); then
O Destroy.
O Transfer to State Archives for permanent retention.
B Other (Specify)
Review folder and destroy all material three (3) years or older,
These instructions apply to all prior and future accumulations of the series.
nee f}gﬂrure), ' B | Records Management Officer (Signature) Date
" - State Records Committee (Signature) Date
Recommendations in fara- ' ' g
graph 12 are approved, : / “/ jfﬂ
(If disapproved, attach letter : 7
of explanation.) W}W / -{2_-& A
: Attﬂnev Ger_\ﬂg_l/DesugrEg_ J / - / % 6}/




